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1. GENERAL 

a. APPU CABlLITy 

This Regulation provides for the adisdoictration of the Annuel end Sick 
Leave Act of 1951# as winded, In its epplitv&ility to Agency employees 
covered by the provisions of the Ant, anri conteect o^loyses who r.ra 
subject to the provisions of this Act by the tarsus of their contracts . 

It may be applied in adMtr-IstsrJjig Xaave of native and foreign national 
contract employees at overseas insljellstkons if desirable, ifedifi cations 
should be ffiadej fcosiever, to reflect the re^uiressnts of local lev and 
practices. Any such jusdLtfications which e:q*u& the leave benefits herein 
must receive prior approval by the Assistant Director for Personnel end by 
the Comptroller. 

b. IEAVE YEAR 

Bis leave year ends with the lest day of the pay period following the last 
complete pay period in the celosiar year. Leave In excess of the stsxiirasatt 
accumulations stated in paragraph 3c ®aet be used, or forfeited by the end 
of the leave year. 

c. ACCRUED CREDITS AND MU'JIMUM LEAVE CHATGE 

(1) Both ardusl end sick leave are accrued at the rotes indicated in 
paragraphs 3b and 4b# respectively# on a biweekly puy period bacis. 

As a general rule, these credit® are not reduced if the employee has 
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been absent in a aonpay status for a brief period during a given pay 
period. However, at any time a full-tiae employee's absence in & 

totftln 80 bourn in one pay period, 
credits for sick leave will be reduced by 4 hours, and his credits 
or annual leave will be reduced 4, 6, or 8 hours, according to his 
leave -earning category, No leave accrues to the credit of an employee 
who is in a nonpsay status for the entire leave year. ^ ^ 


(2) The minimum charge for annual or sick leave is one hour. Additio na l 
leave will bo charged in multiples of one hour. 


d. LEAVE BALANCES 


(l) Each employee is responsible for ire.in-taioi.rg a personal record of his 

“***• , * to* Office ct the Comptroller will 

rurnish leave balances to employees once a year as a of verifying 

the balance shown by this record. 


During the interval between such annual reports, questions which 
employees may have pertaining to their leave balances must be presented 
in the form of a msssRorandua ever the signature of the appropriate 
Administrative Officer. Telephone inquiries should be avoided whenever 
possible. However, In exceptional case® in which it is believed an 
emergency Justifies a telephone inquiry by an Administrative Officer 
the appropriate Payroll Branch of the Fiscal or Finance Division of the 
Office of the Comptroller will endeavor to furnish the information 
desired. 


TRANSFER OF LEAVE FROM OTHER FEDERAL AGENCIES 


The Annual and Sick leave Act of 1.951, as eraended, provides for the 
transfer of accrued cM secussulated annual and sick leave when an 
employee subject to the Act accepts eaplo^ant in a different Federal 
agency. The Office of Personnel will request the leave record of 
Agency appointees who have prior Federal service frees the former 
employing agency. 


Pending receipt of his official leave transcript from the former 
employing agency, aa employee may be granted up to 10 workdays of 
annual or sick leave upon his personal certification that the leave 
requested is to Ms credit for transfer to this Agency. This certifica- 
tion will state the name and address of the Federal agency from which his 
leave is to be transferred and will bo attached to the Ti»e and Atten- 
dance Report submitted for the employee covering the first pay period 
during which such leave is used. 


EXPENSES OF PERSONAL NATURE NOT REIMBURSABLE 


Bbqpenses of an employee for postage, telephone calls, telegrams or cables, 
incident to his applying for leave, reporting his leave taken, inquiring 
about his leave balances, etc., are of a personal nature and reimbursement 
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An employee detain©! by causes beyond his control and unable to report at 
the opening hour, should notify his stpantanr as soon as possible on the 
nrst day of absence. Absence from duty for an]f cause, without prior 
permission, must be satisfactorily explained.? otherwise, it will be charged 
as absence without leave and the employee will be subject to disciplinary 

h. temporary: KEPIACSMEOTS FCft employees on extended leave of absence 

(1) Temporary “identical additional''' positions may be authorized by the 
Assistant Director for Personnel or his designee to permit employment 
of a replacement for an employee granted a leave of absence for more 
than 60 days. 

. (2) Request for the establishment of a temporary position will be submitted 
to the Office of Personnel on Standard Form $2, Request for Personnel 
Action, in triplicate. Item A, Remarks, will identify the specific 
position and state the name of the regular incumbent and the type and 
inclusive dates of the leave period. 

(3) Request for action to obtain the temporary replacement either by re- 
cruitment or by in-service action (e. g.. Realignment), will be prepared 
and submitted in accoidancewithinstructions applicable to the type of 
action involved 

2. AIKTfflSTRATIVE RS3F0NBIBII1TI1S 
a. SUPERVISORY OFFICIALS 

The administration of leave is essentially a supervisory responsibility. 
Accordingly, the authority for approval of leave should be delegated, to the 
lowest supervisory level consistent with the requirements of this Regulations* 

(1) The Assistant Directors of the Office of the Deputy . Director (Intel- 
ligence), the Chiefs of Administrative Offices of the Office of the 
Deputy Director (Administration), the Chiefs of Senior Staffs and 
Area Divisions of the Office of the Deputy Director (Plans), the 
Director of Training, the Assistant Director for Cowiuni .cations, and 
the Assistant Director for Personnel are responsible for the adminis- 
tration of leave within their respective jurisdictions. They,* and 
their subordinate officials designated in accordance with paragraph 
C^dllately below, hereinafter will be referred to as "approving 

(2) The officials listed in paragraph (l) above may, in their discretion, 
delegate to supervisory personnel under their jurisdiction, in 
headquarters and in the field, the authority to approve periods 

of leave covering 30 calendar days or less. 
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(3) Approving officials way approve l«w« requested by employees under their 

jwiatdeUcsa except as purlted Ja parogcaph b feolrw. Za those cases 
requiring final s$9£C&vtl by 1-ha Assistant DXretstor far Personnel. they 
will reecaseoa the ectioa to be iaSauu 


» b. ASSISatlfP DIRECT® TOR KESC&m 

(1) Hie Assistant Director for Personnel is responsible for assisting 
supervisory officials la exerslfliag their responsibilities by establish- 
ing standards for their goldens* • 

(2) to, or his desighee, sill act as the final approving authority for 
requests for advance sic* leave, maternity leave in excees of 6 Months , 
and extensions of leave without pay beyond 12 months. 

c* OOMPTOOIMR 

She Comptroller is responsible for assuring that leave reported has been 

properly awtfccrired in accordance ritfe this Regulation end for e ^latainl ng 

official leave records for each eeployee* 

3 . mmLizm 

a* POLICY 

(1) Amuiil leave will be granted to employees at such time and in such 
aaiouats as local work cosdltlcno permit# To the extant prroitted by 
nark conditions , supervisors should plan to allow each individual an 
extended period of leave for rest and relaxation each yser# 

(2) Although annual leave is a right of the individual in that its accrual 
within statutory provisions my not be denied and in that the individual 
is entitled to payaatt for specified balances upon separation, it is 
nevertheless the prsrcgBtivs of the Agency to Bate the final decision 
on when leave is to be used. 

(3) Personnel must bo given an opportunity to take leave which would other- 
wise fee forfeited# tfhile it is’ deuirable that eucfc opportunity be - 
provided at a time desired by the individual concern^,, it my be 
established by tbe approving official if work conditions require. 

Denial of leave will ba based on factors which arc reasonable and 
equitable and which do not discriminate against individuals# 

(h) Bnployees of the Agency are expected to plan vacations and leave periods 
when their services can best be spared# Khen emergency conditions 
require maximum attendance, employees may be required to forego scheduled 
leave until such time as their services may be spared without undue 
detriment to the operations of the Agency, 
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b. ACCRUAL OP ANNUAL LEAVE 

(1) Employees shall be entitled to annual leave only after having been 
currently employed for a continuous period of 90 days under one or more 
appointments without a break in service. Although a separation of one 

or more workdays constitutes a break in service, leave without pay during 
the 90-day qualifying period is not a break in service. 

(2) Full-time employees are entitled to annual leave with pay which shall 
accrue as follows: 

(a) Employees with less than 3 years of service: One-half day for each 
biweekly pay period. 

(b) Employees with 3 but lees than 15 jrears of service: Three -fourths 
day for each full biweekly pay period, except that the accrual for 
the last full biweekly pay period in the calendar year shall be l£ 
days. 

(c) Employees with 15 or more years of service: One day for each full 
biweekly pay period . 

(3) Part-time and "when actually employed" employees for idiom there has been 
properly established In advance a regular tour of duty of 1 or more days 
during each administrative workweek shall earn leave as follows: 

(a) Employees with less than 3 years of service: One hour of annual 
leave for each 20 hours in pay status. 

(b) Employees with three but, lees than 15 years of service: One hour 
of annual leave for each 13 hom*s in pay status. 

(c) Employees with 15 or more years of service: One hour of annual 
leave for each 10 hours in pay status. 

(4) Any change in the rate of accrual of annual leave by an employee shall 
take effect as of the beginning of the pay period following completion 
of the required period of service. 

C. ACCIMJIATION OF ANNUAL LEAVE 

(1) Maximum Accumulation 

Within the limitations stated in (a) and (b) below, an employee may, 
during any leave year, accumulate his unused accrued leave for use in 
succeeding years. Except as provided in paragraph {2) below, an 
employee who has not used annual leave to his credit in excess of the 
maximum indicated by the beginning of any leave year will forfeit such 
leave. 

(a) Except for those categories of employees serving overseas who are 
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specified in paragraph (to) iMwsdiately below, employees are limited 
to an accumulation of 30 days of annual leave. 

(b) The following categories of employee a who are stationed outside the 
several States and tins District of Columbia ore limited, to an 
accumulation of %5 &ey® of annual leaves 

(1) Persons directly recruited in or transferred from the 
United States by the Federal Government. 

(2) Persons employed locally but: 

(a) Who were originally recruited from the United States and 
have been in sub stent dally cmtj.rn.ious employment by 
ether federal s^gencles; United States fims, interests, 
or orgeat sationa j intermticmal organisations in which 
the United States Ooveraiaent participates, or foreign 
governments, and whose conditions of employment provide 
for their return transportation to the United States. 

(b) Who were at the time of employment termporaxily absent 
"" from tee United States for purposes of travel or formal - 

steady, and maintained .residence in the United States 
dining such teapor&xy absence . 

<2> Persons accepting euployiasut who normally are not residents 
of the area cmcoraed ®M who are discharged from the 
adlitexy service of the United States. 

(2) Exceptions to M&xlsssa Acceptation 

AecutmlAted annual, lews to the credit of the employee which Is in excess 
of that authorized by paragraph. (l) above will remain to his credit -until 
used in eitter of the cases described below. 

(a) When the enawit of acciuaalated eimual leave to the esnoloyeete credit 
iantsdiately following the last ctxsplete biweekly pay period in . 
calendar year 1922 (20 Decea&er 1952), or the corresponding pay 
period for m eapioyee not; paid on the basis of Mweokly pay period 
wss in excess of the 30 or ; *5 days allowable under paragraph (l) 
above under the provisions of low teen applicable to the employee; 


(b) When an emiftloyes who has been eligible for an accurwlatlon of b5 

days under paragraph (l)(b) above become subject to the 30-day 
lias! -button under paragraph (l)(a) above. 

H ocwver, when such m ejyloyee uses more leave than he earns during any 
succeeding leave year, he my net regain aa accumulated leave the hours 
used in excess of those earned. 
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d. ADVANCE AHRUAL XJ3AVE 


(1) In an emergency, an employee who has completed 90 days of continuous 

edvance annual leave in an amount which will not 
exceed that which he will tew accrue! et the close of the current leave 
year. However, if ouch leave has not been earned by the close of the 
leave year, the employee will be required to make a refund for the 
unearned leave* 


(2) Annual leave will not he advanced to an employee holding a limited 
appointment, or one expiring on a specified date, in excess of the 
total annual leave tn&t would accrue during the remaining period of 

^ ' w ho has eafcausted his annua l leave 

wn© will require recurring advances of annual leave may be granted a 

authorisation for an advance of the reminder of the leave which 
will accrue to him during the current leave year. 

(3) Application® for advance annual leave will be submitted to the appro- 
priate approving official designated in accordance with para graph 2a 
above. Within the limitations stated in (l) end (2) immediately 
***** respecting the amount of leave which may be advanced, approving 
officials will consider such requests on the seme basis as requests 
for us© of accrued annual leave. 


(fc) If the application for advance annual leave is approved, a copy of the 
approved request will be forwarded by the final approving authority, 
as appropriate, to the Payroll Branch of the appropriate Division of 
the Office of the Comptroller. 


e. TERMINAL PAY FOR ACCRUED AK2JU&L 1&1VE 


(1) When an employee is separated from the Federal service, a lump-sum 
payment will be made to liquidate annual leave to his credit which is 
not in excess of 3D days or the number of days carried over to his 
credit at the beginning of the leave year during Which he is separated, 
whichever is the greater. 

(2) If an employee who has received a lump-suia payment is reenrployed in the 
Federal or District of Columbia government (except in a position exempted 
by section 202(b)(1)(B), (C), or (H) of the Annual and Sick Leave Act 

of 1951# as aasnded ), he must refund to the employing agency an amount 
equal to the cospeasation covering the period between the date of re- 
enqjloyment and the expiration of such leave period. Hie leave represent- 
ed by such a refund will be credited to hie by the employing agency as 
follows: 


(ft) If he is reaaployed under the earns leave system, leave will be 
i-ecredited in an raeount equal to the amount of leave represented 
by the refund. 

(b) If he is reaaployed under a different leave system, leave will be 
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recredited on an adjusted basis in accordance with regulations 
of the Civil Service Commission* 

(c) If he is reemployed in a position exempted by section 202(c)(1) of 
the Annual and Sick Leave Act of 1951# as amended, such leave will 
be deemed to have remained to his credit. 

(3) During entrance-on-duty processing, the Office of Personnel will 

ascertain whether each new employee has received a lump-sum payment for 
which a refund may be due. Individuals who may be required to make a 
refund will be referred to the Fiscal or Finance DJ. vision of the Office 
of the Comptroller, as appropriate, to wake necessary arrangements for 
payment. Whenever possible, refunds will be made immediately in a 
lump sum* 

f. APPLICATION FOR ANNUAL LEAVE 

(1) Standard Form 71# Application for Leave, will be used for prior 
written requests for annual leave. This form will not be required 
when the employee will be present to initial his Time and Attendance 
Report for the pay period during which the leave was used prior to 
its submission to the appropriate Payroll Branch. However, process- 
ing of the employee’s check will be delayed unless his Time and 
Attendance Report has been initialed for each day of leave involved 
or is accompanied by Standard Form 71 unless his supervisor or the 
Time and Attendance clerk certifies to the leave. In these cases, 
the employee will be required to complete Standard Form 71 verifying 
the leave as reported as soon as possible. 

(2) Requests for advance annual leave will be submitted by memorandum 
addressed to the appropriate approving official designated in accord- 
ance with paragraph 2 above. Advance annual leave will be reported 
on Time and Attendance Reports as it is used* 

lu SICK LEAVE 

a. policy 

Approving officials of the Agency will authorise the use of sick leave in all 

bona fide cases. The accrued and accumulated sick leave to the employee’s 

credit is available for use in the following circumstances! 

(1) When it is establish eds that the employee is incapacitated for the per- 
formance of duty because of sickness, injury, or pregnancy and confine- 
ment. 

(2) For medical, dental, or optical examination or treatment, when leave is 
approved in advance by the supervisor. 

(3) When a member of the immediate family is afflicted with a contagious 
disease arri requires care and attention by the employee. 

(h) When, through exposure to contagious disease, the presence of the 
employee at his post of duty would jeopardize the health of others. 
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b. ACCRUAL OF SICK LEAVE 

(1) Full-time employees are entitled to sick leave with pay, which shall 
accrue on the basis of one-half day for each full biweekly pay period. 

(2) Part-time and "When actually employed" employees for whom there has been 
properly established in advance a regular tour of duty of 1 or more days 
during each administrative workweek, are entitled to sick leave with 
pay, which shall accrue on the basis of 1 hour for each 20 hours in n 
pay status. 

(3) Sick leave may be accumulated without limit and available for use in 
succeeding years. 


c. APPROVAL OF SICK LEAVE 

Use of sick leave is subject to the approval of the approving official 
designated in accordance with paragraph 2a above. Absences of three work- 
days or less require the personal certification of the employee as to his 
incapacity for duty. This certification is made ty the employee's initial- 
ing the period of absence on his Time and Attendance Report. Absences in 
excess of three workdays ere required to be supported by medical certificate 
or other evidence administratively acceptable. (If the employee was not 
attended by a physician, a statement by the employee explaining why the 
services of a physician were not obtained may be accepted in lieu of a 
medical certificate. When sick leave has been requested for absence 
necessary to obtain repairs or ad>stments of prosthetic appliances, a 
statement from the company making the repairs or adjustments may be accepted 
in lieu of a medical certificate.) 

d. ADVANCE NOTICE OF SICK LEAVE 

Advance written application for sick leave on Standard Form 71, Application 
for Leave, is required in all cases in which the absence can be foreseen. 

An employee who is absent on account of unforeseen illness should notify his 
supervisor as early as practicable on the first day of the absence (generally 
within the first two hours of work or as soon thereafter as possible). 

Failure to give such notice may result in a charge to annual leave or leave 
without pay, as the circumstances may justify. Approval of the absence should 
be given at the time of notification unless there is reason to doubt that 
the absence may be a proper charge to sick leave. 


e. REPORT TO MEUTCfL OFFICE 

The following reporting procedures have been established to carry out the 
preventive health program of the Medical Office: 

(l) Upon his return to duty, an employee in the Washington area who has 
taken more than three consecutive days of sick leave will report his 
absence to the Medical Office by completing Standard Form 71, Application 
for Leave. The employee's telephone extension and the nature of his 
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illness will be Indicated on the reverse side of the fora under 
"Remarks" and the form forwarded directly to the Chief ffurae, Medical 
Office. (If SP-T1 has been used to obtain the medical certificate 
required by paragraph 4c, above, ea additional copy will be prepared; 
the medical certificate n-sd tls© eiigmtert of Uto axijraviag official 
are not swquirea ©a the suSditioacvl espy, h&mv&r, 

(2) Employees in the Washington area who take sick leave for a contagious 

disease will report in perso n to the Medical Office, prior to their 
return to duty. ~~ “*'**” 

(3) Employees in the Washington area who are returning to duty from sick 
leave of three calendar weeks or more will report to the Medical Office 
for examination. 

(4) Administrative Officers or o tiier personnel responsible for mai n tai n ing 
employees' time and, attendance records are expected to remind employees 
of these requirements whan they return to duty from a period of sick 
leave. 

f . ADVANCE SICK LEAVE 

(l) In case of serious disability or ailment, and when required by the 
exigencies of the situation, employees may be advanced sick leave not 
to exceed 30 days. 

(a) Advance sick leave is charged against sick leave which will be 
earned in the future. However, less than 8 hours sick leave will 
not he advanced to an employee who has sufficient annual leave to 
his credit to cover such request. 

(b) An individual who has exhausted his sick leave and who will require 
recurring advances of sick leave may he granted a blanket authori- 
sation for an advance of the reminder of the leave which will 
accrue to him during the current leave year and, if warranted by 
the circumstances, up to 30 days. 

(2) Sick leave will not be advanced to an employee holding a Halted appoint- 
ment or one expiring on a specified date, in excess of the total sick 
leave which will accrue during the retaining period of such appointment. 

(3) When an employee applies for more sick leer/e than he has accumulated or 
may properly be advanced, the excess leave will be charged against 
annual leave, if available, or to leave without pay if »wmiRi leave is 
unavailable. 

(4) An employee separated fro® the service must refund the amount paid him 
for any unliquidated advanced sick leave which cannot be covered by 
annual leave to his credit, except when separation is due tos 

(a) Death 
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(b) Retirement for disability 

(e) Inability to return, to duty because of disability, evidence of 
■which Is supported by an acceptable medical certificate* 

(5) Applications for advance sick leave will be submitted to the approving 
officials designated In accordance with paragraph 2a above for review 
and recommendation* Sach application muni bv accompanied by a corti- 
cate from the attending physician as to the nature of the illness and 
the estimated data the employee will be able to return to duty* 

(6) Applications will be forwarded to the Office of Personnel for approval* 
The Assistant Director for Personnel will obtain the recommendation of 
the Chief, Medical Staff, before taking final action* 

g. SUBSTITUTION OF SICK FOR ANNUAL XEAVS 

When sickness occurs within a period, of annual leave, sick leave may be 
granted to cover the period of illness, in which event the deduction against 
annual leave for this period will be converted. Applications for auch 
substitutions must be made within two workdays after return to duty and must 
be supported by a medical certificate, or other evidence administratively 
acceptable* 

5. LEAVE IN THE UNITED STATES FOR EMPLOYEES SERVING IN FOREIGN COUNTRIES 


a. POLICY 

(1) General 

Annual leave and payment of travel expenses of the employee and Ida 
family to return to his residence in the United States or its Territories 
and possessions and return to the pest of assignment (or new post if 
reassigned in tho' interim) will toe granted to an employee following 
completion cf his prescribed tour 'of duty or as soon as possible there- 
after in accordance with the individual eligibility criteria set forth 
in paragraph (2) below. While he is on such leave, the employee shall 
not be available for work or duties except as follows* in the Agency, 
for training or reorientation for work, or, when authorised, for 
military leave. Any time required for each work, duty, training, or 
military leave shell not be counted as annual leave. 

(2) Eligibility 

The employee must qualify under all the following conditions* 

(a) He mast have served o. minimum of two years’ continuous service 
abroad. (See paragraph $b below.) 

(b) He must have bean a- resident of the United States, its Territories 
or possessions, at the time of his employment by the Government, 

(e) He must have to his credit, at the time his travel begins, sufficient 
accrued end aocemalated annual leave to carry him in a pay status for 
at least 30 calendar days. 
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Cogpiftatteai of the regnirwd two years* eonti^oue *orrif?a ebregft shell begin 
When the es^loyso officially rspoarts four dnty et a ptm^ost duty station or 
itai aatfcsrt®®! at ©a i^t&TOdiata oratau field stsMs* t&lle coroats to 
«v ftroffi a perasneafc stst&ea* Snio p-esried will aot toS'isEica tins spent in tbs 
Uaitsd Statso, its ®swritori«e or ^cession®, on epprswad annual or sick 
leers or Iscro rJ.tb.out pay. JULtfesusjh well leave ta&a&t Sto not constitute 
a bmk in "ccatimeu© swviso abroad," it dots not twento m "service shr ced". 


thus, the parted of *«c?3tlraf.cu» csrr.lss tJ>ra»A* met 
original two (KilKs&ar yacsNS far a porlot ®$ml to tfe 

taken. 

K3TU2ST SO Alt CViagSAS AtSCBKUif 


fc» esstsaSad koyOEii the 
esasmi of each leave 


Warn it is not known in stet that the «$loy*e will la Imedlately return- 
ing to en ewmMHin post wtcsb eoa&lntiea of leave in fciss tfeitnA States, the 
official respc««ible for approvlffig tin leave sunt be (pMet by Ms knowledge 
of the eroSltleas m& of the InSisMnal'a wUJJapnet to except such assign- 
neat* Sfe*?» must bs a reasonable sEpaetntlcw on the part ©3* the Agency that 
the employee will return to m etevremm assignment. Z& osea eases, such as 
those in which the iwtor&tag esgilcyea is nsdiosOly disclaimed tar overseas 
service or wtas, tbs employee 1* rsturMag for tbs purjsova ca? resigning, there 
is obviously co "reasoafshle osphsfcatta on the part d? the Aspsey" that he 
will retttra to an cxxmm Aj^rov teg officials who desire 

oasiatsnse in rafting tills dsteeu&etisii in isdSrldosl ©aces way obtain the 
advice of tfct AsMstaat Dlreatar for fsnwl or fcisi fesui-ps#. 


d. 

25X1 A Isqntesranfe* and proes&mss eenneralsgS tbs ps; 

contains 1 ! in Aycsey travel rognlctioia sad in 

Processing Guido. 

s. m^rar cp ncEgaari mm* mm 


rat of 


Sb'ocr^t m provided in paragnah (£) imnACntely bslar, the period of 
leave grnafcsd shell be eralasiva of the tins cotwiliy sad necessarily 
oesugdod to amttiig tmufpertetleQ sod in going to ar4 fro»» residence 
in the Waited State®, its Serrltcrie® arpoaososioEf . 
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(2) itantml ocr etoX Iwva cor irlthoat pey granted ; ussier tfcse circosstaaaee 
Mt forth ia gswegregfe !3b s&sra* ttimXL be «^2so2att4 fare® tfc* iirae of 
depertcre from tJss 03el$&e& poet of duty m& till isela&s all tfc® 
elapsed ctrsael warts lag ti«s *a®y ffren the post. 

6 . ittsassm isavb 

a. PCLB3T 

Whan an iMiridml alloyed wit&mt tim limitation beoacea iissapteitated for 
ptrfcjmaseo of ter duties teccuss of 'prsgpsaey rjs& coef I imkor^ <fta* ssey be 
greats -mtemity l<se»b, MR&Uy not ir. e&seas of rirc Kcuthe, tfelete may 
iaelti&e oscawloted elesX esa& cask*! Iwo asd lespie pey. Stem the 

employee dose mt iatxstsi to retara, ete mat rosigja t$j$rg$y bo pera&tted to 
use auseruod eieX lose* to her credit prior to the effective date of reeigaa- 
ticn. 


b. dJTLMEBW 3K® MOT I3AT1 

(l) ds^plicatloa .for srtcmity Isme till bo »a&» by pMaorm&m Dipasd by 
the «v&cfm ««4 coco^aiod by a iri&taetat £rea the c&taR&Qg physici an 
certify!*^ &s to ter yr&®5£a?ey m& dnegeeity far petitanBaae off iter 
duties. ®ti* refiiseffit mot state the ®sgloy®o*e iaftoBftftaei off retell 
to ditty at the ea^lratioa of tbe laser® period. Iff 60 csr e»:«® days of 
leave without r«?y is repaired, t!a» contest eteaM be cstssitted in 
©teordoteo with piragjE^b Id of this Eegaletiaa. 

e. AEPKWAL CP ISAffil 


13B 


sat fooa Set iascood Sis j&a&tte 


Sbea tbe revested period do*® mt exceed six Months* explication far 
ssatoraity l&ave will be sutoitfesf. to tfee egjproviasj offffis to l designated 
ia aeeortai&ft witte jwpqjh Ba. fib ore -for ^provol. ISfesadsrd Pena 52, 
Reques t fa * Itavsc&tel d©tlo% will ba prepared to sitzs' ttjn oprovel 
w the appropriate off ie lal, Qte ocjy oi* each approved resuaai will 
be fmmnSed to tbe Office of Personal ciUL two cty-tea to Ste P«g?roll 
Srasssa of tte a^roprirta Bivicioa off the Office of tbe Cs^trenerT- 

Kbon lo^jeat Eseeeto Sis recite 


dppro*sil of additional mterolty Ismre my be greotofi % tfee 
Aoeietr- at Director for Porscsaal or Me deeigoee upon reeef.et of 
witteo edrioe fSroa Vs» ctteoiieg fbyeiei«B cartiffylrg as to t he 
t&ml&al necessity fer 1®£,7® and tbe reccr'^sedatios off the 
•^^wring official dsnigweted ia fiasor&awo with. ps^ags*®b 2a ebore, 
if tte roguested perl&k essoeds els sseatJa, S tsaSar l Fos» 52, Request 
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for Personnel Action, vill be prepared to show the re 

the appropriate approving official. Three copies 0 ^ two 

SJJKLd to th. Office of Personnel. If the revert “ 

copies of the form will be forwarded to the Payroll Branch Jaltlce of 

appropriate Division of the Office of the Comptroller by the Office 

Personnel. 

FINAL CLEARANCE * 

Upon receipt of Standard Form 52, the Office of Personnel vili interview the 
employee concerned . She will he required, to obtain clearance on Form 
No. 3^-30, Final Payment Clearance Sheet. 

MILITARY LEAVE 

Military leave for training purposes only, not to exceed 15 calendar days in 

1th pay vittcat ^ 

leave to members of reserve components of the armed services of the Uni 
States . Saturdays and Sundays vill be included in thel 5 -calendar-day leave 
period only when such leave includes the preceding Friday end the following 

MoMay. 

In addition to the leave provided in paragraph a above, members of the 
National Guard of the District of Columbia will be granted leave with pay 
when ordered by competent authority to report for parade or encampment duty. 

&rm1 i cation will be made on Standard Form 71, Application for Leave, specify- 
i5g military training leave under "Other", and submitted in . 6 
amroving official. Upon approval, one copy of the oF-71 will be retained 
If S£ Swl.8 official aSd one copy will He filed with the *1» and 
Attendance Report at the time the absence is first reported. A third copy 
of the SF-71, from which security and organisational information must be 
deleted may be completed for the military unit if required. Immediately 
prior to his departure for military leave, the employee will leave with his 
supervisor two certified copies of the military orders, one of which will be 
attached to the Time and Attendance Report for the period, which first 
includes any part or all of the military leave. The second copy will be 
forwarded to the Office of Pez^jbj^^fwM^clusion. in the personnel folder. 
(See paragraph ?.f of RegulaticflHHBEH 

COURT LEAVE 

Employees are expected to perform jury service whenever possible without 
2S interference with Agency operations. An official Agency request 
for an excuse from duty will be made only on the basis of unusual pressure 
of work, security of operations, or other adequate official reasons. Ex- 
cept when based on security considerations, the request vail normally be 
fc£ a postponement rather than an excuse from duty. Requests for excuse 
from or postponement of jury duty will be forwarded through an Assistant 
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Director of the Office of the Deputy Director (intelligence), the Chief » 

an Administrative Office of the Office of the Deputy Director (Administration ) 
the Chief of a Senior Staff or Area Division of the Office of the Deputy 
Director (Plans), the Director of Training, the Assistant Director for 
Personnel or CoaKcuni cations, whichever is concerned., to the General Counsel 
for action. 


b. A full-time or ’‘when actus, lly employed" employee for vhc*n there has been 
properly established in advance a regular tour of duty of one or more days 
during each administrative workweek, who attends court as a witness on 
behalf of the Unites States or the government of the District of Columbia, 
or for Jury duty in a State, District of Columbia, or Federal court, is 
e n titl e d to his regular pay while absent from duty, and no charge for leave 
is made. Evidence of attendance at court and evidence of receipt or nonre- 
ceipt of fees is required. Applications for court leave will be processed in 
the same manner as applications for advance annual leave. 


c. An employee may be granted court leave to serve as a witness if the value of 
his testimony rises from his official capacity. Annual leave or U#0P will be 
granted when an employee is absent from duty because of private litigation. 

d. Employees who serve as witnesses or Jurors and ere granted court or official 
leave will surrender to the Fiscal or Finance Division, as appropriate, Office 
of the Comptroller, fees received from courts for days on which the employee 
normally would have worked. Federal employees called for Jury duty in the 
District of Columbia are not paid usual Jury fees. An employee who appears 

in any court in any capacity must report to the Director of Security for 
briefing on security regulations prior to the date of his appearance in court. 

9. ABSENCE FOR REGISTRATION AND VOTING 

a. Insofar as may be practJ. cable without interfering seriously with production, 
employees who desire to vote at communities where they maintain voting 
residence, except where voting by absentee ballot is permitted, will be 
excused for that purpose, without charge to leave, for a reasonable time on 
all election days. Further, employees who will be voting in jurisdictions 
which require registration in person will be excused for that purpose, with- 
out charge to leave, for a reasonable time during the registration periods 
specified by the Jurisdiction in which they will vote. Such authorized 
absence Should not exceed Idle time actually required to vote or register, 
as the case may be and in no event shall it exceed one workday for each 
election or registration period. 


b. In those cases when an employee requests additional leave for voting or 
registration which will require longer than one day in order to enable him 
to go to his legal residence to vote or register, permission will be granted 
whenever practicable and the period of absence in excess of one day, will be 
charged to annual leave or, if annual leave is exhausted, to leave Without 
pay. 

10. LEAVE WITHOtrr PAY 

Release 2002/01/23 : CIA-RDP78-04718A001 1001 30036-8 
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discretion. An employee cannot demand that he be granted leave without 
pay as a matter of right, except in the ease of disabled veterans, who 
are entitled to leave -without pay if necessary for medical treatment, 
under Executive Order Ho. 5396. 


PERSONNEL 

195 1 * 


(2) Except for the special rules applicable to maternity leave (paragraph 6 ), 
leave without pay not exceeding twelve months way be granted by 
approving officials designated in paragraph 2 a above to personnel 
(Employed without time .limitation. Extension of leave without pay beyond 
twelve months must be approved by the Assistant Director for Personnel. 
(See paragraph 10c below.) 


b. GUIDES TO APPROVAL 

fl) Requests for brief periods of leave without pay by employees without 

sick or annual leave, as appropriate, to their credit should be considered 
on gener all y the same basis as requests for sick or annual leave. 

However, consideration should be given to whether the request is the 
result of excessive use of leave. 

(2) Employees serving overseas may be granted leave without pay under the 
following conditions: 

(a) Leave without pay for the personal convenience of the employee may 
be granted for an aggregate maximum of 30 workdays during a two-year 
torn-. Such leave may be granted, even though the employee has annual 
leave to his credit so that he may accumulate annual leave for use 
as provided in paragraph 5 above; however, the fact that an 
employee has taken leave without pay for this reason does not affect 
the forfeiture of excess leave in accordance with paragraph 3 c 
above , 


(b) Leave without pay may be granted upon request by the employee 

‘because of illness or injury whether or not he has annual or sick 
leave to his credit. Such leave without pay does not break the 
continuity of his service in qualifying for leave under paragraph 
5 above. If taken overseas, such leave without pay does not extend 
the employee's tour of duty; however, the amount of such leave with- 
out pay taken in the United States does extend the tour for an 
equal period. 

(3) Requests for longer periods of leave without pay should be reviewed to 
assure that the interests of the Agency or the serious needs g£ the 
employee are sufficient to Justify the costs end administrative in- 
conveniences which result from retention of an employee in a leave- 
without-pay status. As a basic condition to approval, there should be 
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reasonable expectation that the employee wil return at the end of the 
approved period, and it should he apparent that at least one of the 
following benefits would result: 

(a) The employee will acquire increased Job ability. For example, 
when the leave is requested for educational purposes and the 
course of study or reae&rch is in line with a type of work which 
the employee might be expected to psxfor® for the Agency. Also, 
when the request is made to permit temporary employment with non- 
Federnl public or private enterprise and his service will contribute 
to the public welfare, or the experience he will gain will serve 
the interests of the Agency. 

(b) The leave of absence is necessary for the protection or improvement 
of the employee's health. For example, to permit recovery from 
illness or disability *&ich is not of a permanent or disqualifying 
nature, when continued employment or immediate return to employment 
would threaten impairment of the employee's health or the health of 
other employees. Also, to permit the employee to remain on the 
Agency's rolls pending final action on a claim for disability 
retirement or a claim -under the Federal Employees • Compensation 
Act. 

(c) The leave of absence is necessary to retain a desirable employee. 

c. EXTENSION OF LEAVE WITHOUT PAY 

Leave without pay will not be authorized initially for any period in excess 
of twelve months. Extension of leave without pay beyond twelve months may 
be approved by the Assistant Director for Personnel or bis designee. Ex- 
tension will be approved only when the interests of the Agency will be 
furthered or when it is administratively determined that, beacuse of unusual 
circumstances, the employee would be subjected to undue hardship if the 
extension were denied. Application for extension will be forwarded on 
Standard Form 52, Request for Personnel Action, to the Office of Personnel 
with the recommendation of an Assistant Director of the Office of the Deputy 
Director (Intelligence), the Chief of an Administrative Office of the Office 
of the Deputy Director (Administration), the Chief of a Senior Staff or Area 
Division of the Office of the Deputy Director (Plans), the Director of 
Training, or the Assistant Director for Personnel or Communications, which- 
ever is concerned. 

d. PREPARATION OF REQUEST 

25X1 A Standard Form 52, Request for Personnel Actio n, will be prepared and forwarded 

to the Office of Personnel in accordance wi to 

report approval of leave without pay for periods ©r&r 30 calendar days to 
12 months. Standard Form 50, Notification of Personnel Action (or Standard 
Form 52, Request for Personnel Action, in lieu thereof) will be issued by the 
Office of Personnel when leave without pay, or an extension or renewal thereof, 

is approved for 30 calendar days or more. 
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Employees who are granted an extended period of Ieav% without pay (60 days 
or more) will, prior to the beginning of such leave, execute Form No. 34-30, 
Final Payment Clearance Sheet^I^^Uiyii<m^Mroloyees will be security 
interviewed pursuant 

f. Employees will advise the Office of Personnel at least ;J0 days in advance of 
their anticipated return to duty in order that appropriate security approval 
may be obtained. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCES 
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